eMARS Trainer/Facilitator
“Kick Off”
February 2, 2006
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Agenda — Trainer/Facilitator “Kick

« Welcome and Introductions

« Data Sheet

 Training Facilities

« Training Home Base Team
 Elluminate Software

* Roles & Responsibilities — Trainer

* Roles & Responsibilities — Facilitator
« Train The Trainer — (T3)

 eMARS Training Catalog

* Next Steps
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Survey Results

* Training Needs Assessment

— 2,500 Users Requiring eMARS Training
— 250 Training Sessions Required
— 14,000 Participant Days
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Trainer/Facilitator “Kick Off” Meeting

« Purpose & Goal for Today’'s Meeting
« Dedication & Commitment

R Kentucky™.
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eMARS Training/Facilitator “Kick Off”

eMARS Trainer/Facilitator
Data Sheet
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Data Sheet

Name: Home Phone: Cell Phone:

» Distributed at Sign In

Cabinet Niiine & Number:
Department Name & Number:

. |
* [Information gatherin
O O g a e g Specific Training Facilities You Are Interested In;

Estimated Estimated Trainer  Facilitatr  Minimum

Y M u St b e C O m I et e d t O d a Class  Traimer Facilitsior Commitment Commitment — Course
COURSE CODECOURSE NAME Length Prep Time Prep Time  Courses Courses  Commitment

eMARS 101 Intro to eMARS 12 day 5 Days

eMARS 110 Chart of Accounts 1i2day 5Days | 2Davs
eMARS 201 General Accounting Overview 1i2day 5Days | 2Days
eMARS 202 Centralized General Accounting Widay aDays | 2Daws

eMARS 310 Operating & Management Budgets 1iday 5Days | 2Daws

eMARS 320 Capital & Revenue Budgets 1day ADays | 2Days
eMARS 410 Cash Receipt Processing 1i2day 5Days | 2Days
eMARS 420 Accounts Receivable 1lday 5Days | 2Days

eMARS 501 Cost Accounting - Projects & Grants Tday AD0ays | 20avs

eMARS 601 General Procurement 1day ADays | 2Days
eMARS 602 Advanced Procurement 1day 4Days | 2Davs
eMARS 603 Personal Service Contracting 1day ADays | 2Days
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Data Sheet

Name: Home Phone: Cell Phone:
Work Address: Work Phone & Ext.
Home Address {(Including City)

Cabinet Niimne & Number:

Drepartment Hame & Number:

Available 1o Travel: Dates Not Available:

Specific Training Facilities You Are Interested In:

Estmated Estmated Trainer Facilitator Minimum
Claszs Trainer Facilitator Commitment Commitment Course
COURSE CODECOURSE INAME Length Prep Time Prep Time Courses Courses Commitment

eMARS 101 Intro to eMARS 102 day 5 Days

eMARS 110 Chart of Accounts 102 day 5 Days 2 Days
eMARS 201 General Accounting Ovenrview 172 day 5 Days 2 Days
eMARS 202 Centralized General Accounting 102 day 5 Days 2 Davys
eMARS 310 Operating & Management Budgets 102 day 5 Days 2 Days
eMARS 320 Capital & Revenue Budgets 1 day 5 Days 2 Days
eMARS 410 Cash Receipt Processing 102 day 5 Days 2 Davys
eMARS 420 Accounts Recenqable 102 day 5 Days 2 Days
eMARS 501 Cost Accounting - Projects & Grams 1 day A Days 2 Days
eMARS 601 General Procurement 1 day A Days 2 Davys
eMARS 602 Advanced Procurement 1 day A Days 2 Days
eMARS 603 Personal Senvice Comracting 1 day A Days 2 Days
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eMARS Training/Facilitator “Kick Off”

eMARS Training Facilities
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Training Facilities

* Where are the eMARS Training Center Locations?

Frankfort
— Capitol Annex Room 177, Capitol Avenue
— Capitol Annex Room 195-B, Capitol Avenue
— EPPC Ash Building
— EPPC Capital Plaza Tower 14th Floor
— EPPC- Workers Claims 657 Chamberlin Avenue
— EPPC — Labor Us 127
— KYTC Building 200 Mero Street
— Personnel 801 Teton Trail
— KHEAA Building 100 Airport Road

— Revenue 200 Fair Oaks, Rooms D & E
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Training Facilities

* Where are the eMARS Training Center Locations?

Field Sites
— KYTC — District #2 Madisonville
— KYTC — District #3 Bowling Green
— KYTC — District #4 Elizabethtown
— KYTC — District #8 Somerset
— KYTC — District #10 Jackson
— KYTC — District #11 Manchester
— DCJT — EKU Richmond
— Ky Fair Board Training Room Louisville
— CHFS Paducah
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eMARS Training/Facilitator “Kick Off”

Training Home Base Team
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Training Home Base Team

— Contact Home Base Training Team

— Capitol Annex, 4" Floor, Room 460

— Distribution/Collection Point
 Sign In Sheets

— Phone: 502-564-9641
— Problem Resolution

o Kertucky ™
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eMARS Training/Facilitator “Kick Off”

Elluminate eLearning Software
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Elluminate

* Virtual classroom concept

 Trainers teach from a designated area
 Participants follow along with trainer

* On-line training

« Designated virtual classroom locations
 Ability for Trainees to hear & ask questions
 Facilitators

* February 15-16-17 Training
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Elluminate

My Elluminata
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ABOUL Vs 5 News and Reviews
q‘" T . HiC Lical CHUIECHGN
roducts ; .
e = Live eLearning an ,
Accessibility Collaboration Missed the Hawaii Distance
_ Elluminate Live! enables you to talk over the internet, chat online, share Learning Conference?
Services whitebocards, and shame applications - all while ensuring the highest-qualty user Recorded sessions are now
— BXDEriance. S~
Support Mow, organizations can take advantage of the Internet as a powerful '
- communications and interactive learning medium.
Training I'\._ _) Elluminate Empowers Live,
¥ : = 2nline Teaching and Learning
Partners at Morthern Arizona

More Al b oW ' Lniversity

Request Info E (more)

Buy Now _

,.-fs [0t #eetings Go VWirtual on the
olutions e
Corporate Trainers: Significantly Reduce vour Training Expenzes - Appie.com

JERLENY, 2006

Educators: Enhance the classroom and add real-time interaction to Distance Learning
Corporate Managers: Reduce Travel Costz and eliminate Teleconferencing Cozts
Sales Professionals: Deliver Online Salez Presentationz and Product Demonztrations

Elluminate Delivers Real-time,




Elluminate

3 Elluminate - Live Demo - Microsoft Internet Explorer -10] x|
File Edit ‘jew Fawvorites Tools  Help ;'f
e Back - J - |1L| \ELI ,.I\J f.__\" Search ‘“EJ_:{ Favorites QB ‘ = -._:;; W] - _J ﬁ 4_;_“
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Welcome to the Elluminate Live!" Demonstration

About Us Join our live demaonstration room to speak to an Elluminate Representative, Before we get started, there
are a couple of things we need to complete:

Products

'
Accessibility

1. Choose what you would like to do
Services Please choose one of the following options:

Support " Speak to a live Elluminate Representative

. " Canfizyge my Computer to use Elluminate [ive!
Training
O Laéu!—mminate Lhvel
Partners

2. Make sure you have the minimum requirements
# Toget maximum benefit from the demao, all uzers should have a
Buy Now microphone and speakers,
o The minimum PC requirements are a Pentium [l 266 Mhz with
aHnE of memory and a zound card.

Request Info

3. Enter Elluminate Live! Demo Room
Pleaze provide the following information: {all fieldz are required)

First Mame

Last Mame | ll




/3 Elluminate - Microsoft Internet Ex

File Edit ‘Miew Faworites Tools

Elluminate

plorer

=101 x|

Help

@Eﬂack'-\__;}' |ﬂ @ ,_h

fd__\] Search {:{‘ Favorites @| 5' :.:'; ﬂ % _J ﬂ ﬁ

Address Iﬁj htkp: e, ellurninate, comny/supportdocsflearn_about_elluminate. jsp j Go

Links **
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About Us

Products
Accessibility
Services
Support
Training
Partners
Request Info

Buy Now

LR e =T

Learn More About Elluminate Live!”

Below you will find a wealth of product training and resources to help your organization get
the most out of Elluminate Live!

If you need additional help, please visit our support page.

-

Cnline Orientation
Register for Live Training

Elluminate Live® Quick Reference Guide for participants

Elluminate iveM User Guide for participants

- HEH

Participant COrentation (5 minutes)

Elluminate Livef Quick Reference Guide for moderators
Elluminate Live® Uzer Guide for moderators

Tipz on Conducting Elluminate [ive! Sezzions

Elluminate live! dpplication Sharng Quick Reference Guide
Elluminate Live! Direct fheszaging Quick Reference Guide
Elluminate Live! Breakout Rooms Quick Reference Guide
Elluminate Live! Polling Quick Reference Guide

Elluminate Live! Web Tour Quick Reference Guide

b C (o 0 o Y Y O

al

e e e e L 1

=




Elluminate

ive eLearning Demos & Events - Web Conferencing Tool - Microsoft Internet Explorer = |EI|£|
File Edit ‘Mjew Faworites Tools  Help "l.r
1 .\_ '_"] _pnl_ q - g = '_" = [ --.l"L
@ Back - ¥ B |ﬂ \ELI ol | Search “}\(‘ Favorites @ 8T & ﬂ - _J i 3 &
Address Iﬁj http: s elluminate, comfdermos_events_landing. jsp j Go | Links * | G315naglt
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Elluminate Demos & Events

About Us

Welcome to our demo and eventz center. Here vou can participate in a demonstration of Elluminate Live!,
Products attend an onling, real-time event, or watch a recorded event.

Accessibility
What is Elluminate Live!?

Services Elluminate Live!is a Web conferencing and Live elearning solution for real-time organizations. Built on

Support Elluminate's high-performance Collaborative Communications Framework (CC2F), Eluminate Live! enzures the
highest-quality uzer experience, allowing organizations to take advantage of the Internet as a powerful

Training communications and interactive learning medium.

Partners

Live Demos & Events

Request Info

* See Elluminate Live! in action! You can either attend an event, or participate in a product demonztration.

Buy Now Clur events cover a wariety of topics relating to training, development, and e-learning,

Live Online Training

" Get up to speed now! &ttend our live online training sezsionz and learn how to get the most out of
Elluminate Live!

(‘i Recorded Demos & Events

N

" Don't have time in your schedule to attend one of our live events or leECDVdEd Dernos and E'~"El'lt5| recorded

eventsz, "l
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Elluminate

4} Elluminate - Where Bright Ideas Meet - Microsoft Internet Explorer =10 x|
File Edit \iew Faworites Tools Help ﬂ"
W — .'.L - i 1
@ Back - @ - | |n-_,: _lkl - Search ‘“w;{\-‘ Fawarites @} T ] - — z i “:fi
address I:Ej hiktp: f ey, ellurninate, com)'site e xternaljevent | scheduleretn=tr ainingfeef=1 j G0 Links ** | @E0Snaglt
Ellurninate Live! For eI <UERHST gz.00 PM - 03:00 PM Free  left -
Ilrman o7
Moderators
13
Part 1: Getting Started with e seats
Ellurninate Live! For ==l ZO08-02° 4o.00 PM - 01:00 PM Free  left
Ilrman (]
Moderatars Enrall
o |
15
FPart 2! Mext Steps With e seats
Ellurninate Live! For =il 2006-02- 14,00 PM - 02:00PM Free. left
i IHlman na
Training Moderators Enroll
rc |
13
Ellurninate Live! Session Zemina 2006-02- Sl
Administration System Hasham 13 12:00 PM - 01:00 PM Fres E:-uetfntll
ptalty]
This iz the first session Just e 2'3't |
. ; a » Getting Starte i e seats
find the suitable date and click Ellurninate Live! For Iﬁl_al_!!;-'rn 2':":'&':'2 02:00 PM - 03:00 PM Free  left
the enrall now! Moderators Enrall
) a no |
20
FPart 1: Getting Started with e seats
Elluminate Live! For =l 2008-02- 49,00 pM - 02:00 PM Free  left
Ilrman 15
Moderatars Enrall
o |
149
Part 2! Mext Steps With o seats
Ellurninate Live! For el 2008-02- 14,00 PM - 02:00 PM Free  left
Iirman 16
Moderators Enroll
naw |
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Elluminate
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; Elluminate - Where Bright Ideas Meet - Microsoft Internet Explorer

File Edit ‘iew Fawvorites Tools  Help

@Back - .\‘_;J - |ﬂ \ELI h fd._j Search “f'\'(‘ Favorites @| 6= u__,:r.; vl - _J ﬁ ﬁ

| B s |Links » | Esnaglt

Address IE:] hktp: f e, elluminat e, comysiteexternal feventfenrol fuserForm?tutarial_instance_id=6393

buminate @ O T @

Home My Elluminate
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= Live Demonstrations & Events

Auout Us Enroll in Live Demos & Events

Products

Accessibility Juzt a couple more stepz and wou'll be all zet up for attending the Live Event!

Services Existing Elluminate Users

Enter your Username and Passward to sign in

Support

lzername:
Training I
Partners

Pazsword:

Request lnto | First Time Elluminate Event Attendees
Buy Now Click Here
Enrall Mol
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File Edit Wiew Fawvorites

Tools

Elluminate
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About Us

Products
Accessibility
Services
Support
Training
Partnars
Reguest Info

Buy Now

Enroll in Live Demos & Events

Pleaze tell us about vourself, and we will create a user account for wou, ¥ou will onby have to do this
once and afterward will be able to uze wour uzername and password to attend other Elluminate events!

* indicates required field,

* First I
Mame:

* Last Mame: |

Company I
Mame:

Title within I
Company;

Organization :

e Ic"":":'SE Optian j Note: After we create an account for wou,
wee will automatically enroll wou in the

* E-mail selected event and send vou a

fddress: I confirmation E-Mail with details on how to
join the event. We require an active E-

% Stalte / IOther j Mail Address in order to send this

Province: confirmation E-Mail.

F Country IUnited States j

* hrea Code

and Phone | |

|:Ej Dane

=
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Support
Training
Partners
Reguest Info

Buy Now

"indicates required field,

* First

|E-r'uu:e
hame:

* Last Mame: |Wa3rne

Sell [emars
hWame:

Title within |T :
Company: rainer
Qrzanization I P j
Type:
* E-mail
hddress: |bruce. wayne@ky gov
* State f
Kentuck =
Province: I ¥ J
* Country: ILlniteu:I States j
* hrea Code

and Phone |50z [Se4-9641
Mumber:

* Pazzword
to uze for
wour
account:

Create Account & Enrall Mo

Hote; After we create an account for wou,

wee will automatically enroll vou in the
selected event and send vou a
confirmation E-Aail with details on how to
join the event. We require an active E-
Mail Address in order to send this
confirmation E-Mail.




eMARS Training/Facilitator “Kick Off”

Roles & Responsibilities
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Trainer Roles & Responsibilities

« Complete T3 program for specified classes
« Take notes and prepare

« Ask Questions

 Practice delivery in training environment

« Complete Elluminate Part 1 and Part 2

« Speak clearly, slowly — don’t move too fast
« Don’t assume anything

 Follow the lead of the Facilitator who is your
eyes.
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Facilitator Roles & Responsibilities

« Complete T3 program for specified classes
» Ask Questions - Take notes and prepare

« Complete Elluminate Part 1 and Part 2

« Keep your eyes on the participants

» Willingness to assist ALL users

* One on one help

* Help keep class on track

« Parking lot questions without answers

* Be the eyes of the Instructor

o CtUCRI
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eMARS Training/Facilitator “Kick Off”

Train the Trainer (T3)
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Train the Trainer (T3)

Course Materials
Instructor Notes

Facilitator Notes
* Tips & Tricks

Refer to T3 Training Schedule — still subject to
change

pE P s 1Y
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13 Schedule

1 Februaty 2006 Training Schedule
B
Sundagr Morndagr Tue=dazr e dne=dasr Thur=dazr Fridayr
1 2 3
2 [} :I: ¥ o = 1
12 13 14 1o I& 1T
ALL DAY ALL DAY ALL DAY
01 Inventory EFllumimaie T-T-T Elluminaie T-T-T
ALL DAY
Ellunmaie T-T-T
Id A 2l 24 23 24
AN - 101 Imviro AN — 101 i AN — 101 i
Presenadion IS IS
PM - 101 Iniro PM - 101 Iniro PM — 101 Iniro PM — 101 Iniro
Preseniation Preseniation IS5 IS5
am ad o
AN - 110 Chart of | AM - 110 Chart of
Accoumnie Accounie
PR - 310 Oper ! PM - 310 Oper !
Mzi Budgeis Mgi Budgeis
\
« ':v | 2 —
eMARS|[smmmsm UNBRIDLED SPIRIT —#.- 28



Maich 2006

13 Schedule

Training Schedule

Sundar

Mondar

Tue=da=r

Tedrne=dasr

Thur=dazr

1
AR - 201 Genweral
Accounting

PR — 410 Cash
Receipiz Process

“
AR - 410 Caszh
Receipizs Process

PH - H1 General
Accountng

[
AN - 430 Rew f

!’
AN - 201 Foed

E
ALL DAY - 501

=
ALL DAY - 501

1
ALL DAY - 10

Acciz Eeceivrahle Aszszele Cozi Accounting Cozt Accounting Cozit Allocation
PHM - M1 Fied PHM — 400 Eevr [/
Azzete Acctz Receivahle

4 1o 14 ) 1a 1y
AN - 1101 ALL DAY - 1110 AN — 12 AR - T2 AN - 510
Standard Espornts | Custony Reporting | Ceniralired CVWW Dizhurzenssnis Procurenwe na Card
PH — 1101 PH - 1003 PN - 610
Standard Reporxts Decentmabized CW | Procurene na Card

Admindsiradion

7 Al 21 24 23 249
ALL DAY - 6l ALL DAY - 602 ALL DAY - &1 ALL DAY - &2 ALL DAY - a3
General Advanced General Advanced Perxonal Service
Procourense i Procourense i Proourense Proourense Condrarie

a7
ALLDAY- 131
Accouni Payable

A
ALLDAY- 13M
Accouni Payable

AH
ALL DAY 801

S
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eMARS Training/Facilitator “Kick Off”

eMARS Training Approach
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eMARS Training/Facilitator “Kick Off”

 eMARS Training Approach

* Presentations — Key to providing end users with
understanding.

 ILT — Instructor Led Training

« eLearning “virtual classroom” — Facilitators will be
overseeing classrooms.

* ISG’s — Independent Study Guides

 Video Help — Provides a watch and learn technique

A Kentuckiy™
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eMARS Training/Facilitator “Kick Off”

eMARS Course Descriptions

Kot Km fum
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eMARS Training/Facilitator “Kick Off”

* Intro to eMARS

« Chart of Accounts

« General Accounting Overview

« Centralized General Accounting

« Operating & Management Budgets
« Capital and Revenue Budgets

» Cash Receipt Processing

« Accounts Receivable

Ko entuckly
e y 33
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eMARS Training/Facilitator “Kick Off”

» Cost Accounting — Projects & Grants
« Cost Allocation

« General Procurement

« Advanced Procurement

« Personal Service Contracting

* Procurement Card Administration

« Centralized Disbursements

* Decentralized Disbursements
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eMARS Training/Facilitator “Kick Off”

* Inventory

* Fixed Assets

« Centralized Check Writer

« Decentralized Check Writer
« Standard reporting

« Custom Reporting

* Travel

« General Accounts Payable
* Accounts Payable

o M DA
o Rerttucky ™,
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Key Dates

« Elluminate Training for Trainers
T3 Schedule Dates
End User Training

eMARS Partial Implementation

eMARS Full Implementation

SRS =1
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2/15-17/06
2/15 — 3/29/06
3/16/06— 6/30/06
5/15/06
7/1/06

Kentuckiy™
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Next Steps

« Turn in Data Sheet before you leave

* Notify Supervisor

» Confirm commitments with dept heads and

supervisors.
» Clear your Schedules
* Be Flexible

* Practice... Practice... Practice

SRS =1
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eMARS T TL Meeting “Kickoff”

>

A

Questions?

Kentuckiy™,
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Wrap Up

« Thank you for willingness to assist us

« Challenge & learning experience for all

« Agencies will benefit with you as a resource
« Questions/Concerns
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